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December 12, 2006

Honorable Board of Commissioners
Community Development Commission of the
County of Los Angeles

383 Kenneth Hahn Hall of Administration
500 West Temple Street

Los Angeles, California 90012

Dear Commissioners:

AMEND POSITION CLASSIFICATIONS, MONTHLY SALARY SCHEDULE, AND
ADMINISTRATIVE AND PERSONNEL POLICIES OF THE COMMUNITY
DEVELOPMENT COMMISSION (ALL DISTRICTS)

(3 Vote)

IT IS RECOMMENDED THAT YOUR BOARD:

1. Approve amendment of the Community Development Commission’s
Position Classifications and Monthly Salary Schedule to incorporate the
following, effective on the date of Board approval, a new Executive
Assistant Classification, Level 1l to the Resident Manager Classification,
and Level V to the Information Systems Specialist Classification, as
described herein.

2. Approve the two-phase implementation of salary range adjustments, as
specified in the attached Monthly Salary Schedule, to be effective on
January 1, 2007 and July 1, 2007.

3. Approve salary adjustments for approximately 270 employees to offset a
five-year period during which compensation ranges remained unchanged,
to be implemented in two phases, on January 1, 2007 and July 1, 2007.

4. Authorize the Executive Director to use funds contained in the approved
Fiscal Year 2006-2007 budget to implement salary and benefit
adjustments in the total estimated amount of $157,000, including
$137,000 for salaries and $20,000 for benefits.
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5. Authorize the Executive Director to implement general adjustments for all
employees on an annual basis, in an amount not to exceed that which is
approved by the Board of Supervisors for County, non-represented
employees, and contingent upon availability of funds, to be incorporated in
the Commission’s proposed budget for each Fiscal Year, as may be
applicable.

6. Approve the amended Administrative and Personnel Policies of the
Community Development Commission, summarized as Attachment E, to
ensure compliance with regulations and updated policies and procedures,
effective on the date of Board approval.

PURPOSE/JUSTIFICATION OF RECOMMENDED ACTION:

The purpose of this action is to amend the Commission’s Position Classifications and
Monthly Salary Schedule to incorporate classification and level changes, adjust salary
ranges and amend the Commission’s Administrative and Personnel Policies.

The Monthly Salary Schedule has not changed for five years, which has resulted in the
Commission’s salaries lagging behind comparable public sector agencies. The
Commission is proposing salary range adjustments in order to bring compensation for
each position into line with comparable positions outside the agency

The adjustment amounts have been determined based on a comprehensive
compensation study completed by the Chief Administrative Office. The percentage of
salary range adjustments will vary from class to class, as dictated by the findings of the
compensation study. Future adjustments to the Monthly Salary Schedule will be made
in consultation with the Chief Administrative Office utilizing the established benchmark
positions and submitted with the request for budget approval at the discretion of the
Executive Director.

The Administrative and Personnel Policies were last updated in 2005.

FISCAL IMPACT/FINANCING:

There is no impact on the County general fund. The proposed changes for January 1,
2007, will be paid for with funds included in the Commission's approved 2006-2007
Fiscal Year budget. The total estimated cost of $157,000 includes $137,000 for salaries
and $20,000 for benefits.

FACTS AND PROVISIONS/LEGAL REQUIREMENTS:

The Board last approved amendment of the Commission's Position Classifications and
Monthly Salary Schedule on April 3, 2001. The proposed amendment consists of two
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sections. The first section (Attachments A, B and C) describes the duties and
responsibilities of each position classification. The second section (Attachments D-1
and D-2) sets compensation ranges according to the position classifications.

The Administrative and Personnel Policies have been amended to include expansion of
section 108 “Conflict of Interest” and section 202.2, the revised flex dollar totals.

Proposed Changes to Position Classifications

The Commission is proposing the following changes to the Position Classifications on
January 1, 2007: the addition of a new Executive Assistant Classification to provide
appropriate administrative support at the Division Director and Executive Office levels;
the addition of Level Il to the Resident Manager Classification to appropriately
compensate Resident Managers responsible for large residential sites that require
greater technical skills; and the addition of Level V to the Information Systems Specialist
. Classification in order to appropriately compensate highly technical expertise in
specialized areas.

Position descriptions are provided as Attachments A, B and C, respectively.

Monthly Salary Schedule

The Commission has a performance-based compensation plan that allows employees
to receive annual percentage increases based on the quality of job performance.
Employees do not receive cost-of-living or step increases.

The Commission currently has 671 employees. Salary adjustments are being proposed
for approximately 270 employees whose current salaries are below the proposed new
ranges. In order to reduce the fiscal impact to the Commission, the adjustments will be
implemented in two phases, in January 2007 and July 2007.

Adjustments will not apply to employees currently on a Needs Improvement Plan, until
they have satisfactorily completed the plan requirements.

Phase | will occur on January 1, 2007, as outlined in Attachment D-1. Phase Il will
occur on July 1, 2007, resulting in the final changes to the Monthly Salary Schedule, as
outlined in Attachment D-2.

On November 29, 2006, the Housing Commission recommended approval of the
proposed changes. County Counsel has reviewed this letter.
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Administrative and Personnel Policies

The proposed changes to the Administrative and Personnel Policies provide the
following: add language to comply with current regulations to expand the reporting
requirements under the Conflict of Interest section, revise the statement concerning
retaliation, and update the flex dollar totals. In addition, minor language changes have
been made for the purpose of clarity.

IMPACT ON CURRENT PROGRAMS:

The recommended modifications to the Position Classifications and Monthly Salary
Schedule will implement changes to help recruit and retain employees with the strong
specialized skills needed for program administration and continuity. The recommended
changes to the Administrative and Personnel Policies will incorporate required
regulations and update policies and procedures.

Respectfully submitted,

CARLOS JACKS
Executive Direct

Attachments: 6



Attachment A

EXECUTIVE ASSISTANT

DEFINITION:

Under the supervision of director level staff, performs a wide range of staff support
services on the more complex departmental management issues and operational
needs. Incumbents must possess a thorough knowledge of departmental operations
sufficient to analyze, evaluate and develop procedures and methods affecting the
commitment of departmental resources; effective written and oral communication skills;
and the ability to deal effectively with various officials of other agencies and Board
Offices who work with the department.

LEVEL DEFINING CHARACTERISTICS:

Directors may make assignments in the class of Executive Assistant at the first and
second levels. Appointments in the Executive Office may begin at level three.

Level |

Under supervision, performs complex and specialized clerical and administrative tasks.

Level l

Under supervision, performs complex and specialized clerical and administrative tasks.
May supervise and coordinate clerical work.

Level Il

Under direction, performs or coordinates the performance of highly specialized
administrative and clerical duties. May supervise and coordinate clerical work.

Level IV (reserved for the Executive Office)

Under limited direction, performs or coordinates the performance of highly specialized
administrative assignments and official correspondence and Board matters for the
Executive Officers. May supervise and coordinate clerical work.

DESIRABLE QUALIFICATIONS:

Education and training equivalent to three years experience in a highly responsible staff,
advisory or administrative capacity analyzing and making recommendations for the
solution of problems of organization, procedure, program, budget or personnel.
Bachelors degree preferred.



Attachment A

One additional year of such experience may be substituted for each year of college, to a
maximum of four years.

Level Il -1V

Supervisory experience and/or demonstrated supervisory skills.

KNOWLEDGE AND ABILITIES:

Acts as coordinator and liaison for the director within the department
and between various commissions, boards, committees and public and private entities.
Knowledge of modern office practices and procedures, business correspondence,
business automation skills, proper English usage, spelling, grammar and punctuation.
Ability to operate appropriate office equipment and establish and maintain cooperative
working relations with others.

PROFICIENCY SKILLS:
Specific software skills may be required for some positions.
SPECIAL REQUIREMENTS:

Possession of a valid Class C California driver's license, satisfactory driving record and
a reliable, insured vehicle.
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RESIDENT MANAGER
DEFINITION:

Under the direction of the property supervisor the Resident Manager lives on-site and
manages the daily operations of each housing complex, interacts with tenants and
Commission support staff and management. Performs clerical functions and keeps
records. Shows units to prospective tenants. Conducts periodic apartment inspections.
Participates in the re-certification process and calculates rent changes. Counsels
tenants as needed; monitors outside vendors and performs light maintenance and
janitorial duties as needed. Responds to emergency situations as needed and performs
other related duties as assigned.

LEVEL DEFINING CHARACTERISTICS:

Employees in this class will have regular contact with the public, answering a variety of
procedural questions, or giving out factual information. Work is normally reviewed only
upon completion and to ensure overall results.

Level |

Under direction, performs primarily light maintenance, janitorial tasks and semi-skilled
administrative functions. Adequate performance at this level requires knowledge of
departmental procedures and precedents, and the ability to choose among alternatives
in solving problems.

Level Il

Under direction and within a framework of established procedures, incumbents are
expected to perform a wide variety of duties with only occasional instruction or
assistance. Adequate performance at this level requires performing more difficult and
complex assignments and administrative function requiring the use of independent
judgment and problem solving techniques. Employees assigned to the Resident
Manager Il classification also assume responsibility for skilled administrative functions.
This is the journey level.

DESIRABLE QUALIFICATIONS:

Graduation from an accredited High School or possession of the GED equivalency
certification and two years experience in the management of rental units and a basic
understanding of property maintenance.



Attachment B

KNOWLEDGE AND SKILLS:

Must be able to effectively interact with persons at all levels as well as with people from
varied backgrounds. Must be able to read, write and speak English. Proficiency in
basic math and possession of basic computer literacy are also required. Proficiency in
a language other than English may be required based on site demographics.

SPECIAL REQUIREMENTS:

Possession of a valid Class C California drivers license, satisfactory driving record and
a reliable, insured vehicle.

A check of criminal history will be required prior to appointment.



Attachment C

INFORMATION SYSTEMS SPECIALIST
DEFINITION:

Performs a variety of tasks in the development, implementation, maintenance and
support of electronic data processing systems. Performs related duties as assigned.

LEVEL DEFINING CHARACTERISTICS:

Assignments in the class of Information Systems Specialist may be made to any of the
following levels:

Level |

Under direct supervision, performs assignments in the implementation and maintenance
of computer systems.

Level 1|

Under general supervision, performs difficult and complex assignments in the analysis
and design of applications; analyzes user requirements, and may be responsible for the
full support of one or more major computer systems.

Level

Under general supervision, performs the more difficult and complex assignments
requiring the use of independent judgment and problem solving techniques. Employees
at this level have considerable knowledge and are expected to work with little or no
supervision. In addition, employees at this level may be required to assist in the training

of lower level staff.

Level IV

Under general direction, manages a major project or several small projects or a major
activity in systems development. May work on highly specialized and complex projects
or develop methods for the implementation of new programs. Employees at this level
may be required to supervise or assist in the training of lower level staff.

Level V

Under general direction, assists management in establishing and implementing goals
and objectives. Employees at this level may be required to supervise or assist in the
training of lower level staff.
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DESIRABLE QUALIFICATIONS:

Education and training equivalent to graduation from an accredited four-year college or
university with a major in Computer Science or related field and two years progressively
responsible experience performing computer programming, network development or
systems analysis.

KNOWLEDGE AND ABILITIES:

Knowledge of principles, practices and equipment utilized in electronic data processing;
principles and techniques of systems analysis and programming. Ability to perform
systems analysis and to interface with users, and software vendors. Familiarity with
data processing equipment

SPECIAL REQUIREMENTS:

Possession of a valid Class C California driver's license, satisfactory driving record and
a reliable, insured vehicle.
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Attachment E

Community Development Commission
Summary of Administrative & Personnel Policy Changes

Conflict of Interest (108):

Officers and employees of the Commission shall immediately disclose in writing,
to the Executive Director, the existence of any relationship by family, marriage or
domestic partnership between them and a Public Housing resident, Section 8
Voucher holder and/or anyone who is an applicant for or participant in any other
Commission or Housing Authority Program.

Officers and employees of the Commission shall be prohibited, unless authorized
by the Executive Director in writing, from having any involvement with the file of
or otherwise taking action regarding a matter relating to a Public Housing
resident, Section 8 Voucher holder, or anyone who is an applicant for or
participant in any other Commission or Housing Authority Program with whom
they have a relationship by family, marriage, or domestic partnership.

Officers and employees of the Commission shall immediately disclose in writing,
to the Executive Director, if they are or become a conservator, personal
representative, guardian, caregiver, or agent for a Public Housing resident,
Section 8 Voucher holder and/or anyone, who is an applicant for or participant in
any other Commission or Housing Authority Program.

Officers and employees of the Commission shall be prohibited, unless authorized
by the Executive Director in writing, from serving as a conservator, personal
representative, guardian, caregiver, or agent for a Public Housing resident,
Section 8 Voucher holder and or any other person who is an applicant for or
participant in any other Commission or Housing Authority Program unless such
person is related by family, marriage, or domestic partnership.

Benefits Policies:

Optional Benefits Plan (202.1)

Effective January 1, 2007, for Officers and regular employees hired before
October 1, 1997, the Commission will contribute a maximum of $572 per month
for employee and dependent for group health, dental, and vision insurance
coverage.

Flexible Benefits Plan (202.2)

The Commission’s monthly contribution for the Flexible Benefits Plan effective
January 1, 2007 will be the greater of $830 or a percentage of the employee’s
monthly salary based on years of service as of the employee’s anniversary date.



